
 

 

Reserve Rehire 

Overview 

  
Introduction This guide provides the procedures for completing the Rehire of a member 

with prior Coast Guard or Coast Guard Reserve service into the Reserves 

as well as the Contract Data and Approval processes. 
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Reserve Rehire 

  
Introduction This guide provides the procedures for completing the Rehire of a member 

with prior Coast Guard or Coast Guard Reserve service into the Reserves. 

  
Before you 

begin 
Reservists, unlike Active Duty Rehires, are hired directly into their 

position number, so you must have the position number before 

completing the Rehire. 

  
Procedures See below. 

 

Step Action 

1 Select Personal Information from the HR Data Shortcuts pagelet. 

 
 

Note: Should the Personal Information block be missing from the pagelet, 

navigate to the Enterprise Menu/Workforce Administration/Personal 

Information/Modify a Person. 

2 Enter the Empl ID and click Search. 

 
 

  

 Continued on next page  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 The member’s Biographical Details will display. The Effective Date defaults to 

the previous accession effective date and all associated data. 

Do NOT change anything before inserting a new row. 

Click the Plus button to add a new row. 

 
 

4 Inserting a row will update the counter from “1 of 1” to “1 of 2” as shown. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 On the new row, change the Effective Date to the Rehire date. 

If the Birth State or Birth Location do not populate, you MUST enter them.  

Update any other Biographical History data (if needed). 

When completed, click the Contact Information tab. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 The As of Date defaults to the previous date and may be edited to reflect the 

correct date of the rehire. This date can NOT be future dated.  Click on the 

View Address Detail link to update the addresses (if needed). 

 
 

7 Click on the Plus sign to begin updating the address. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 The address block will now show the current date. Click on the Add Address link. 

 
 

9 Enter the new address, then click OK. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  

Procedures, 

continued 
 

 

Step Action 

10 The effective date defaults to the current date and may be edited to reflect the 

correct date of hire.  This date currently cannot be future dated. Click OK. 

 
 

11 Repeat steps 6 thru 10 to update the member’s Mailing and Home of Record 

addresses (if necessary). If there is no Home of Record row identified, click the 

Plus button to add the Home of Record as recorded on the DD4. You must enter a 

minimum of the Home and Mailing Addresses for the rehire to be approved. 

 
 

12 When completed, click the Regional Tab. 

 
 

  

 Continued on next page 



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

13 Click the Ethnic Group lookup icon and select the appropriate category (if 

necessary). When completed, click the Save button. 

 
 

You should be automatically navigated to the member’s Job Data.  If you do not, 

click the Home link at the top of the page and follow steps 14 and 15. 

14 Click on the Job Data link from the HR Data Shortcuts pagelet. 

 
 

Note: Do not use the Add Employee Instance if you had previously entered 

and saved Job Data.  Any edits after initial save should be made using the 

Modify a Person or Job Data links. 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

15 Enter the member’s Empl ID, check the Correct History box and click the 

Search button. 

 

Note: If you forget to check Correct History, this may cause you to start over 

later on.  

 
 

16 The member’s OLD Job Data will display (typically this will be a Termination 

row). Click on the Plus button to generate a new Job Data row. 

 

Note: Without this step, the Rehire will fail. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

17 If this member is a Discharge/Rehire with no break in service, include this 

step. If there WAS a break in service, skip to step 18. 

 

If the member was discharged the day prior to the date of rehire, you must change 

the Effective Sequence field from “0” to “1”.  This condition creates two job rows 

with the same effective date. Changing the sequence number on the Rehire Job 

row is necessary to save the data. 

 

Update the Action and Reason to Rehire. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  

Procedures, 

continued 
 

 

Step Action 

18 Update the following fields: 

 Effective Date: Enter the Date of Rehire. 

 Action: Select Rehire from the drop-down. 

 Reason: Select Rehire from the drop-down. 

 Position Number: Enter the Position Number provided by the issuing authority, then 

click Tab to populate additional information. 

 Click the Override Position Data button. 

 Regulatory Region: Change to RSV. 

 Company, Business Unit, Department, Department Entry Date, Location: Update if 

necessary. 

 Establishment ID: Leave at default. 

 Reserve Class Code: Click the lookup icon and select the appropriate code.  

 Component Category: Leave blank. 

 
 

When completed, click the Job Information tab. 
 

 Continued on next page 



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

19 Enter the Supervisor ID for the person who will be approving the Rehire. 

Click on the Empl Class drop down and select the appropriate class. (In this 

example, the member will be a drilling reservist so SELRES was selected.) 

 

When finished, click the Job Labor tab. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

20 Update the following fields: 

 Labor Agreement Entry Dt: Defaults to previous accession date, edit to date of 

rehire. 

 Employee Category: Select the appropriate code. (In this example, SEL.) 

 Employee Subcategory: Select the appropriate TRAPAYCAT. (In this 

example, A.) 

In the Assigned Seniority Dates section, click View All. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

21 Click on the Recalculate Seniority Dates button to set the fields to be completed. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

22 Update the following fields, which may be in a different order: 

 Active Duty Base Date: Leave at default. 

 AD Pay Scale Date: Date of Enlistment Contract (rehire). 

 CMA Date: See Chapter 3 of PAYMAN for correct date. 

 DIEMs Date: Date Initial Entry Military Service (any component) 

 RSV Drill Obligation Date: Term of obligation (minus 1 day) if the member 

has a drill obligation; otherwise, leave blank. 

 Expected Loss Date: Term of Service from the Enlistment Contract (minus 1 

day). 

 Job Family Entry Date: The date member first became rated in current rating 

(i.e. SNBM, AET3...). Use the existing Job Family Entry Date. 

 Mil Obligation Compl Date: 8 years from original DIEMS date unless prior 

discharge authorized under an approved program (i.e. VOLSEP). 

 Pay Allowance Date:  Date of Enlistment Contract (rehire). 

 Point Start Date:  This date may only be adjusted by PPC (ADV) or use the 

existing Point Start Date.   

 Pay Base Date:  If rehiring without a break in service, use the existing PBD.  If 

rehiring with a break in service, use the Date of Enlistment Contract and a 

Statement of Creditable Service (SOCS) must be submitted to PPC (ADV).  Any 

necessary adjustments will take place via the SOCS process (see Email ALSPO 

B/15). 

 Date of Rank: If rehiring without a break in service, use the existing DOR. If 

rehiring with a break in service, use the Date of Enlistment Contract.  

 RSV Anniversary Date: If continuous military service, enter the date of initial 

entry into military. If a break in service, enter the Date of Enlistment Contract. 

 Reserve Eligibility Date: Date of Enlistment Contract. 

 RSV Initiation Date: Date of Enlistment Contract. 

 

When completed, click on the Payroll Tab. 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

23 Verify that the Pay Group defaulted to USCG STG. Then click on the Salary 

Plan tab. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

24 Update the following fields (if necessary): 

 Salary Admin Plan: Should default to ENL. 

 Grade: Defaults to Pay Grade based on the Job Code entered on the Job 

Information Tab.  If member is being Rehired at a different grade, click the 

lookup icon and select the appropriate Grade.   

 Step: The step corresponds to a member’s longevity for pay purposes.  Click on 

the Step lookup icon and select the appropriate step.  In this example, we left it 

at the default. 

  Step Entry Date: Will default to date of Rehire. 

 

When completed, click on the Compensation tab. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

25 Click on the Default Pay Components button.  This will automatically update the 

Compensation Rate data. When finished, click the Employment Data link. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

26 Do NOT enter a Term of Enlistment here, this is now done in Contract Data.   

Click the Benefits Program Participation link. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

27 Update the following fields: 

 Benefits System: Ensure Base Benefits appears. 

 Benefit Program: Should default to ACG.  If not, use the lookup to select it. 

 Effective Date: Ensure date of Rehire appears here. 

  

When finished, click the Job Data link. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

28 Click the Save button. 

 
 

  

 Continued on next page 

  



 

 

Reserve Rehire, Continued 

  
Procedures, 

continued 
 

 

Step Action 

29 You may receive several “Warning” messages. Click OK to bypass them. 

 

Head Count: 

 
 

Hourly Rate: 

 
 

Establishment ID: 

 
 

30 The Rehire is now ready for review and approval. 

  

  



 

 

Rehire Approval 

  
Introduction This section provides the procedures for approving a Reserve rehire. 

  
Important 

Information 
SPO Auditor/PAO user access is required to approve a rehire.  The 

approver cannot be the same person who entered the rehire. 

  

Procedure See below. 
 

Step Action 

1 Review the rehire process prior to approval. 

To review/audit the rehire in the Enterprise Menu, select Workforce 

Administration, Personal Information, and Modify a Person. 

 
 

2 Review the information in the Job Data link in the HR Data Shortcuts pagelet. 

 
 

3 Once the review is complete, return to the Home page under the Requests tab. 

Select the View My Requests (all types) link from the Self Service Requests 

pagelet. 

 
 

  

 Continued on next page 



 

 

Rehire Approval, Continued 

  
Procedure, 

continued 
 

 

Step Action 

4 Select the Requests I am Approver For radio button. Leave the Transaction 

name and Transaction Status as defaults. The Submission Dates can be used 

to filter requests. Click Populate Grid. 

 
 

5 Select the Approve/Deny link for the member you are approving. 

 
 

6 The Approval /SOD for Accessions Request page will display. The Request 

URL link will take you back to Job Data for any additional auditing. Enter any 

Comments if needed and select Approve or Deny. 

 
 

  

 Continued on next page  



 

 

Rehire Approval, Continued 

  
Procedure, 

continued 
 

 

Step Action 

7 Once Approved the buttons will be greyed out and the Accessions Hire Approval 

Process will show Approved. 

 
 

  

  

  



 

 

Contract Data 

  
Introduction This section provides the procedures for completing the contract of a 

Reservist Rehire. 

  
Procedures See below. 

 

Step Action 

1 Select the Contract Data link from the Career Management pagelet. 

  
 

2 Enter the Empl ID and click on Search. 

 
 

  

 Continued on next page 

  



 

 

Contract Data, Continued 

  
Procedure, 

continued 
 

 

Step Action 

3 If only one contract exists in Direct Access, the system will display the initial 

Contract Data.  Click the Return to Search button.

 
 

Click the Add a New Value tab. 

 
 

Enter the next sequential Contract Number, then click Add.  

  
 

  

 Continued on next page 

  



 

 

Contract Data, Continued 

  
Procedure, 

continued 
 

 

Step Action 

4 If previous contracts exist in Direct Access, identify the most recent contract 

number. You will add a new contract with the next sequential number. (In this 

example, the most recent is contract 0003, so we will add contract 0004). Click 

the Add a New Value tab.  

 
 

Enter the next sequential Contract Number, then click Add.  

 
 

  

 Continued on next page 

  



 

 

Contract Data, Continued 

  

Procedure, 

continued 
 

 

Step Action 

5 The Contract Status/Content tab will display.  

Update the following fields: 

 Contract Begin Date: Update to the date of the Rehire.  

 Regulatory Region:  Update from USA to RSV. (IMPORTANT STEP!) 

 Contract Content: Comments are required in this field.  
 

When finished, click the Contract Type/Clauses tab.  

 
 

6 The Effective Date should default to the Rehire date. Select the appropriate 

Contract Type from the drop-down. Under Contract Clauses you may select 

the Clause Status (optional/required) and enter any contractual specific 

comments (i.e. guaranteed school, etc.). Use the Plus/Minus buttons to add or 

delete clauses. Then click the Reason/Oath Info tab.  

 
 

 

 Continued on next page 



 

 

Contract Data, Continued 

  
Procedure, 

continued 
 

 

Step Action 

7 Update the following fields: 

 Contract Term Years/Months/Days: Enter number of Years.  

 Reason: Select appropriate reason from the drop-down. 

 Member Signature Date: Date of Rehire. 

 Name of Oath Administrator: Enter name. 

 Military Grade of Oath Administrator: Select from drop-down. 

 City/State:  Enter the city/state where the oath was administered. 
 

Once completed, click the Mbr Service Dates tab. (Contract Leave is not 

applicable to this process.) 

 
 

  

 Continued on next page 

  



 

 

Contract Data, Continued 

  
Procedure, 

continued 
 

 

Step Action 

8 Click View All on Assigned Seniority Dates.  

 

 
 

  

 Continued on next page 

  



 

 

Contract Data, Continued 

  
Procedure, 

continued 
 

 

Step Action 

9 These dates should concur with the dates set during the Rehire process; if not, 

return to Job Data and edit the appropriate dates.  
 

After reviewing the dates, click on the Contract Approval tab.  

 
 

  

 Continued on next page 

  



 

 

Contract Data, Continued 

  
Procedure, 

continued 
 

 

Step Action 

10 Click the Submit for Approval button to route it to the SPO tree for approval. 

 
 

  

  



 

 

Contract Approval 

  
Introduction This section provides the procedures for approving a contract for a 

Reserve Rehire. 

  
Important 

Information 
SPO Auditor/PAO user access is required to approve a contract.  The 

approver cannot be the same person who entered the rehire. 

  
Procedure See below. 

 

Step Action 

1 Select the View My Requests (all types) link from the Self Service Requests 

pagelet on the Requests tab. 

 
 

2 Select the Requests I am Approver For radio button. Click Populate Grid. 

 
 

3 Click on the Approve /Deny link. 

 
 

  

 Continued on next page 

  



 

 

Contract Approval, Continued 

  

Procedure, 

continued 
 

 

Step Action 

4 Enter any Comments if needed and select Approve or Deny. 

Note: Selecting Deny will return the contract to the HRS user. 

 
 

5 The contract is now approved and the member is fully Rehired into the USCG 

Reserves. 

 
 

  

 Continued on next page 



 

 

Contract Approval, Continued 

  
Procedure, 

continued 
 

 

Step Action 

6 Once approved, return to Job Data to ensure the Pay Group has been updated 

under the Payroll tab.  

 
 

  

  


